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Book Reviews in italic 


AUTOMATION 

Human Factors in Office Automation, 
Wilbert O. Galitz, Mar, p 35 

Let Us Lead The Way, Jerry Randolph, 
CPS, Aug/Sep, p 14 

Secretary and Computer Become 
Friends, Connie Arvidson, Mar, p 22 
Word Processing: VDT Systems, Bene- 
dict Kruse, Oct, p 34 

Word/Information Processing, Steve 
Golen, Ph.D., and Agnes M. Titke- 
meyer, May, p 7 

CAREER DEVELOPMENT 

Assert Yourself, Dec/Jan, p 34 

Career Plateau: What to Do About It, 
Feb, p 22 

Getting the Recognition You Deserve, 
Jun/Jul, p 25 

Growing, Elmer Burack, Maryann 
Albrecht and Helene Seitler, Mar, p 35 
Higher Salaries: How to Get Them, Joyce 
L. Kennedy, Oct, p 34 

Networking, Francine L. Bondell, 
CPS, and Rosemary Simmons, CPS, 
May, p 5 

111 Techniques and Strategies for Get- 
ting the Job Interview, Burdette E. 
Bostwick, Oct, p 34 


CERTIFIED PROFESSIONAL 
SECRETARY 


Acceptable Solutions, Secretarial Skills 
and Decision Making, Mary L. Jacks, 
CPS, 1980, Dec/Jan, p 20; 1981, 
Nov/Dec, p 24 

Capstone, Aug/Sep, p 23 

Certified Professional Secretary Program 
at System Development Corporation, Dr. 
Gloria Grace, Nov/ Dec, p 12 
Continued Professional Education, 
Guyla Armstrong, Ed.D, CPS, Mar, p 12 
CPS Adjunct Societies, May, p 38 
Institute for Certifying Secretaries, 
Dec/Jan, p 39 

Promoting the CPS Program, Apr, p 34 
Secretarial Skills and Decision Mak- 
ing, Oct, p 18 

Secretary Rides Bicycle Four Miles to 
Take CPS Exam, Jun/Jul, p 27 
Seminars for the Certified Professional 
Secretary, Dec/Jan, p 38 





Tips on Studying for Part V, Nov/Dec, p 
27 

COMPENSATION 

(See Secretary Speakout 81) 

Compare Wage Rates of Secretaries with 
Those of Truck Drivers, Apr, p 34 
CONVENTION, 1981 

Agenda Highlights, Dec/Jan, p 30; Mar, 
p 21 

Benefit Event, May, p 26 

Convention Awards, Aug/Sept, p 38 

Dr. Joyce Brothers to Keynote Conven- 
tion, Mar, p 21 

Host PSI Affiliates in New Orleans, 
Apr, p 34 

Hotel Reservation, Apr, p 29; May, p 26 
New Orleans: Beignets and Jazz, Apr, 
p 26; City That Care Forgot, Mar, p 20; 
French Quarter, Feb, p 15; Garden 
District and Lagniappe, May, p 25; 
Gaslight Points Way to New Orleans, 
Dec/Jan, p 30; New Orleans at Night, 
Jun/Jul, p 22 

NOLA Chapter Trips/Tours, Dec/Jan, 
p 31; Apr, p 32 

Photos, Aug/Sept, p 19 

Proposed Agenda, Apr, p 27 
Registration Form, Apr, p 28; May, p 27 
Skills Workshop and Seminars, Apr, p 30; 
May, p 28 

EDUCATION 

CEU — Continuing Education Unit, 
Ruth Gallinot, Ph.D, CPS, Oct, p 32 
Continuing Education Units, Ruth Gal- 
linot, Ph.D, CPS, Jun/Jul, p 33 
Professional Secretarial and Clerical 
Training System, General Motors 
Corp, Mar, p 35 

IMAGE/STATUS 

(See Secretary Speakout ’81) 

Blasting Out of the Secretarial Sand 
Trap, Betty L. Harragan, Feb, p 6 

Does Your Secretary Think Like an 
Executive? Bruce Horovitz, Nov/Dec, p 2 
Eliminate Secretaries, Peter Churm, Feb, 
p7 

Secretaries, Rosabeth M. Kanter, Part 
1, Dec/Jan, p 8; Part Il, Feb, p 11; 
Part Ill, Mar, p 6 

MISCELLANEOUS 

Annual Index, 1980, Dec/Jan, p 41; 





Annual Index 


1981, Nov/Dec, p 33 


Fashion by Prescription, Pamela E. 
Trickett, Mar, p 14 

In Case of Fire, Jun/Jul, p 32 
International Word Processing As- 
sociation Changes Name, Dec/Jan, 
p13 

Major Federal Laws on Sex Discrimina- 
tion in Employment, Dec/Jan, p 11 
Typical CEO, Dec/Jan, p 40 


Women: The Untapped Pool of Manage-°* 


ment Talent, Sister Paulette Gladis, 
Ph.D, May, p 8 

Update on ERA, Feb, p 30 

Young Programs for Older Workers, 
Beverly Jacobson, Mar, p 35 

OFFICE PROCEDURES/AIDS 
Competence Game: How to Find, Use 
and Keep Competent Employees, 
Ruth W. Stidger, Feb, p 26 

Directory of Foreign Government Tourist 
Offices, Travel Insider, Jun/Jul, p 30 
How to Use the Postal Service, Mar, p 34 
Legal Thesaurus, William C. Burton and 
Steven DeCosta, Jun/Jul, p 30 

Letter Still a Business Asset, Oct, p 27 
Manual of Style for the Preparation of 
Papers and Reports, Erwin Keithley 
and Philip Schreiner, Feb, p 26 

Office Procedures, Jeffrey Stewart Jr., 
Wanda Blockhus, Charles Reigel and 
Betty Schroeder, Dec/Jan, p 24 
Operating and Trouble-Shooting Guide, 
Selectric Typewriter, Jun/Jul, p 30 
Records Retention Schedule, Dec/ 
Jan, p 26 

VNR Desktop Word Divider/Speller and 
Area Code Directory, Craig T. Nor- 
back, Mar, p 35 

VNR Dictionary of Business and Fi- 
nance, David Brownstone, Irene 
Franck and Gorton Carruth, Oct, p 34 
WP Book, Rita Kutie and Virginia Huff- 
man, Mar, p 35 


PEOPLE 


Secretary Becomes Postmaster, Mar, 
p 33 

Woman of Initiatives: Nancy DeMars, 
CPS, Fran Riley, Jun/Jul, p 20 


PERSONAL DEVELOPMENT 
Luck Factors, Jun/Jul, p 24 
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You Never Get a Second Chance to Make 
a First Impression, Alma S. Baron, 
Pnh.D., Jun/Jul, p 8 

PRODUCTIVITY 

(See Secretary Speakout 81) 
Corporate Secretarial/Clerical Council, 
Linda B. Chapman, Oct, p 6 

How Secretaries Spend Their Time, 
Dec/Jan, p 16 

Intel’s Secretarial Council, Lucy Sheldon, 
Jun/Jul, p 26 

Office Productivity: Is Automation the 
Answer? Steven Golen, Ph.D, and 
Agnes Titkemeyer, Dec/Jan, p 15 
Office Productivity, Joy L. Henshall, 
Ph.D., Mar, p 18 

Six Myths of Support Staff Training, 
Randy J. Goldfield, Oct, p 8 


PRODUCTS AND SERVICES 

Just Get Me There, Catherine N. 
Dugan, Mar, p 16 

The Secretary Mart, Dec/Jan, p 36; Feb, 
p 28; Mar, p 36; May, p 36; Jun/Jul, 


p 36; Aug/Sep, p 36; Oct, p 30; Nov/Dec, 
p 30 


PROFESSIONAL DEVELOPMENT 
Business English, Keith Slocum and 
Donald Sheff, Feb, p 26 


Business Mathematics, Milton Olson and 
F. Barry Haber, Oct, p 34 


Filmstrips: Telephone Techniques and 
Courtesy, National Educational 
Media Inc., Oct, p 34 


How to Build a Dynamic Administrative 
Team, Robert Simerly and Eileen 
Goodchild, Dec/Jan, p 17 


Leadership Training for Secretaries, 
Mar, p 28 


Managing Yourself and Your Job, Apr, 
p 22 


Math Anxiety/Avoidance, Michele Sim- 
mons, May, p 12 

Money and Banking, David Kamer- 
schen, Feb, p 26 

Practice Tools & Techniques for Manag- 
ing Time, Myrna Lebov, Jun/Jul, p 30 


Speaker's Lifetime Library, Leonard and 
Thelma Spinrad, Oct, p 34 


Train the Trainer, May, p 11 


PROFESSIONAL SECRETARIES 
INTERNATIONAL 
About This Special Issue, Dec/Jan, p 6 


And Then Some .. ., Kay Palazey, CPS, 
Aug/Sep, p 17 

Candidates, Board of Directors and 
Home Trust Fund, May, p 30 


District, Regional Conferences, Jun/ 
July, p 38 


Division Meetings, Mar, p 38 
Freedom Foundation Award, May, p 38 


International Secretary of the Year, 
1981, Aug/Sep, p 16 


IRS Form 990, Aug/Sep, p 38 
ISOTY “To Tell the Truth’, Jun/Jul, p 34 


Jerome Heitman Named Executive Di- 
rector, Jun/Jul, p 38 


Kay Palazey, CPS, is PSI President, 
Aug/Sep, p 38 

Membership Benefits, Oct, p 2 
Membership Certificate, Apr, p 34 


Membership Classifications and Require- 
ments, Oct, p 35 


PSI Is New Name of NSA, Mar, p 3 

PSI Membership List Rental, Aug/Sep, 
p 38 

Scholarship Awards Winners, May, p 38 
Scholarship Examination for FSA, 
Kathryn M. Kelm, Nov/Dec, p 17 
Secretarial Explorer Posts, Dec/Jan, p 40 


Take Action (Membership Blank), Dec/ 
Jan, p 33 


Tax Deduction for Educational Ex- 
penses, Dec/Jan, p 40 


Trustees, Home Trust Fund, Aug/ 
Sep, p 38 

We Now Stand Alone, Nancy DeMars, 
CPS, Aug/Sep, p 6 


PROFESSIONAL SECRETARIES 
WEEK 


1981 Professional Secretaries Week, 
Apr, p 18 

Vancouver Secretaries Say ‘No 
Thanks”, Jun/Jul, p 27 


PROGRAM OF THE YEAR 


Circadian Rhytym ... The Clock That 
Makes You Tick, Patricia Yoxall, 
Oct, p 11 


Frustration in the Workplace, Nov/Dec, p 
20 : 


Invasion of Privacy, Feb, p 14 
Meter/Liter or Metre/Litre, Mar, p 15 
Wellness and Working, Apr, p 34 


SECRETARIAL PROFESSION 

BLS Update, Mar, p 8 

Occupational Outlook for Secretaries, 
Kay Fusselman, Feb, p 18 

Secretarial Profession in the 1980s, 
May, p 10 


Secretarial Selection: Myths and 
Realities, Janet H. Stevenson, Nov/Dec, 
p 14 


Secretarial Standards — What Effect? 
Ellen West, Mar, p 11 


Secretaries Are Professionals Too, 
Mary Fillmore, Mar, p 10 


Secretary: Obsolete or Indispensable, 
Arlene August, Nov/Dec, p 10 
SECRETARY ON THE SPOT 
with all the blame, Dec/Jan, p 32; after 


an accidental peek, Feb, p 27; with 
forced early retirement, Mar, p 32; with 
a moonlighting co-worker, Apr, p 24; 
with an extravagant executive, May, 
p 34; over co-worker’s overtime, Jun/ 
Jul, p 34; personal phone calls, Aug/ 
Sep, p 34; with the boss’ absentee 
assistant, Oct, p 28; without due credit, 
Nov/Dec, p 28 


SECRETARY SPEAKOUT ’81 
Consensus Statement, Apr, p 9 
Etymology of “Secretary,” May, p 16 
Fact and Fiction About Secretarial Pay, 
E. James Brennan, May, p 20 
“Goodbye to All That!” Gloria Steinem, 
Apr, p 10 

Media-Speak Panel, Barbara Whitmore, 
Betty L. Harragan and Arden Gayman, 
Jun/Jul, p 10 

New Directions for the Secretarial Pro- 
fession, Fran Riley, Apr, p 13 

Open Mike with E. James Brennan, 
May, p 24 

Open Mike with Gloria Steinem, May, p 17 
Press Conference, Apr, p 6 
Professional Opinions of 12,444 Sec- 
retaries, Apr, p 21 

Secretary-Speak Panel, Sarah Huyser, 
CPS; Barbara Rechel, CPS; Ralph 
Dowling, CPS; and Alsida Canton, 
Jun/Jul, p 14 

Speakout Proceedings Available, Aug/ 
Sep, p 6; Oct, p 9 

Speakout Program, Feb, p 8 

Spreading the Secretary Speakout ’81 
Word, Fran Riley, Feb, p 8 

Where Have All The Good Secretaries 
Gone? Dec/Jan, p 6 

Who Were the Participants? Survey by 
Ampad, Nov/Dec, p 18 

Why Speak Out? Nancy DeMars, CPS, 
Apr, p 8 


SEXUAL HARASSMENT 


Excerpts, Mini Speakout on Sexual 
Harassment, Dr. Joyce Brothers, Lau- 
rence Vickery and Susan Meyer, 
Oct, p 13 

Sexual Harassment in the Office, Jun/ 
Jul, p 6 

Sexual Harassment Consensus, Aug/ 
Sep, p 10 


WORD WATCHING 


by Sarah Montoya, CPS 
Commendations and Condemnations, 
Apr, p 16; Continuing Compendium, 
Oct, p 16; Corollaries, May, p 14; 
Interrobangs? Mar, p 31; Notably 
Quotable, Feb, p 24; Righting, Dec/ 
Jan, p 28; Say It Isn’t So, Aug/Sep, 
p 12; Single or Double Consonant, 
Jun/Jul, p 28; Tongue-Tied Terms, 
Nov/Dec, p 22 














